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Preparing your 1094/1095s

If this is the first year your district is submitting 1094/1095 information:

*  Apply for your TCC code — this must be a different TCC code than what is used when processing

your W2s
—  Determine if your district will file 1094/1095B or 1094/1095C forms (or both)

*  Once that has been received, submit a Communication Test File

* Once that has reached an “Accepted” status, contact the IRS and request to be moved to
“Production” status

« Know if your district is self-insured and if so, review your employee data to verify that covered
individuals can be found on the applicable employee profiles

*  Review your employee information/ACA Tracker information to identify who needs to be reported

and be provided a 1095 form




Getting Started

If this is the first time that your district
is filing 1094/1095s on their own
behalf, you will need to submit a
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Communication Test File S

Once your test file has been accepted,

you will need to contact the IRS to

request your employer be moved to

“Production” status (this will allow HR\PAVYE\PA\CAVFC - 32811 - ACA File Communication Test

successful submissions of your live data e

.
fi|es) Each employer is required by the IRS to submit a communications test file before % _BLIn
submitting their actual 1095s. This utility will generate the necessary test x.:a mcel
files required to complete this certification. The files will be saved to the =
File Location you spedfy below. You must then upload the files to the IRS AIR
site. Please refer to the IRS website for more detailed instructions on how and
where this should be done.
Mote: The IRS requires employers to have a TCC spedfic to 10955, Verify this
code is accurate before dicking Run.

File Location: | Browse...

S —

Reporting Year: 2019
Select the Forms you chose when applying for your TCC: () 1094/1095C () 1094/10958 () Both

|1[J'EI4C,."1I]95C electronic files will be created in this folder | ) skyDoc




Getting Started sxv/—®

Determine if your district is going to be
processing 1094/1095C’s or Bs (or

both)
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l www.skyward.com

Select the type of file you are going to
be processing. The screen will show
the Calendar Year, Transmission

Number Type and Several Steps to Welcome to the 1094C/1095C Step by Step Process for Calendar Year 2019 @ Close
’
fOI IOW Transmission: 0001  ~ Type: Original Status: Has not been submitted

Step 1 Enter andjor Verify Employer Information for 1094C,/1095Cs

Step 1a (Optional) Allow Employees to Print 1035z Electronically

Step 2 CreateModify/Report 1095C Workfile
Step 3 Create 1095C Print File {used to print the 1095Cs)
Step 3a Print the 1095Cs
Step 3b (Optional) Submit Files for Skyward 1095C Printing Service
Step 4 Create Individual 1095C PDF Files
Step 4a Post POFs to Employee Access
Step5 | Create the Electronic 1094C/1095C Files i
Step 5a Enter Receipt ID and Finalize this Transmission

lUse this option to create the 1094C/1095C Federal electronic files. | a SkyDoc £




Step 1 — Employer Information sxv/—®

This information must be populated
before you can move on to additional

Ste ps. |f th is is not you r fl rst yea r HRAPANYEWPANCANCP - 32812 - Enter and/or Verify Employer Information for 1094,/1095s
p roceSSi ng 1094/10955 | n S kywa rd, be Employer Information for 1094C/1095Cs for 2019
. . . Employer Information -
sure to review the information for M ——
accuracy Street Address: |8 Scramble avenue -
Address 2:
City: Scramble State:r TX

Zip Code l Country: USA
.

Contact Information
First: |Skyward Middle:
Last: |Skyward Suffix:

What is this information used for?

This is the employer information that will print on the 1095C form and be reported on the electronic versions of the
1094C/1095C. You may modify this information at any time prior to printing the 1095C.

|The OK button will verify the displayed data is correct and complete. | o SkyDoc




Step 1la — Allowing for Electronic Printing ¢ i'iis

Skvward School District Christina Ambrosioscr  Account | Preferences | Exit 7
If you would like to give your Swany
o . . 1094C/1095C P i 225 <> Favoritesw '] New Window _p My Print Queue
employees the ability to print their < ey e S
. Allow Employees to Print 1095s Electronically Settings Save
own 1095 forms via Employee Access, .. e o
Back

e85 to receive 10955 electronically @

you can set up a “survey” to allow ¢l low empio

* Selection Parameters: Default Parameters w7 @

th em to ma ke that SeIeCtIO n. * Dates 1095 option visible for employees: |10/01/2019 El to |12/31/2019 I:l@ EEsorle

Electronic 1095

Email employees once they confirm or deny they would like to receive their 1095s electronically.
Responses

Confirm Email Body: |Thank you for choosing to print your 1095 form via Employee Access. You will be notified when your form is ready for viewing/printing.

A

Deny Email Body: |You have opted to receive your 1095 form in paper form from the district. The form will be mailed directly to your home address once
they have been processed.

Employee Notification Preview Noiification (7]

* Motification: |Skyward School District provides employees the ability to print their own 1085 forms if they choose to do so. Please make a
selection below to indicate your preference for how you will receive vour 1095 form. All employees will be granted access to the
form electronically; however, if you indicate here that you will print your own, the district will not provide you with a paper copy to |
be mailed to vour home.

@ Allow Employees to Print 10955 Electronically Settings - HR\PAWE\PA\CAVCP - 32812 - 05,19.06.00.05 - Google Chrome =

A Not secure | pbroker1/s

Options for Receiving my 2019 Form 1095
Skyward School District provides employees the ability to print their own 1095 forms if they choose to do so. Please make a selection
below to indicate your preference for how you will receive your 1095 form. All employees v

provide you with a paper copy to be

electronically; however, if you indicate here that you will print your own, the district will not

mailed to your home.

S 3

Asterisk (%) denotes a required field I do not need a printed copy of my 2019 Form 1095 from my employer. I will print my own Form 1095 from Employee Access.
T want to receive a printed copy of my 2019 Form 1095 from my employer.

* Ask me again later,




Step 2 — Creating the work file

Create (or re-create) the work file. This
option builds your file to include the

reportable employees who will receive
1095 forms

1095C YWorkfile for 2019 Transmission 0001
Employee Selection Methods(Mutiple methods can be used to select employees)

Methed 1: Select from Employee Profile [ Method 2: Select from Employee Management

Selection Parameters | Last Used Parameters

EM Plans

[ Method 3: Select/Import Specific Employees

Select Employees who will not meet the other parameters or who have not been
paid in the reporting year, but you still want a 1095 created for them.

| ) Selected Employees
Name Key Name Emp Type ] Method 4: Import from ACA Hours Tracker
Full Time Calculation: (¢ Monthly Method Lookbadk Method
Select ACA Hours Tracker Templates
Description Created By
Self-Insured Options
District Offered Self-Insured Coverage for the Months of: b Self-Insured Employees
JAN FEB MAR APR. MAY JuN Name Key Mame Emp Type
M [Hlaue [ser Hloct [Anov DEC

Use Employee Selection Parameters:
Selection Parameters | Last Used Parameters

Total Employee Count Parameters

These parameters define how employees are counted for each month. The IRS control date indicates which day of

the month to measure on, If the Control Date is between the Employee Start Date and termination date, then the
employee is counted for that month.

If Printing by Location use
(®) Check Location
(O Building

[JRecalculate Total Employee Count Calculations during the workfile creation.;

Employee Start Date: IRS Control Date: Termination Codes
(®) Start Date (®) First day of each month Code Description
(D Hire Date (O Last day of each menth =alL Al
(O Rehire Date () 12th day of each month
O current Pos Start Date [indude blank reason codes as
Ifblank use: permanent termination
(® Start Date () Hire Date @al  Oselect | A Edit

Ind Empl.

w™Irmport

oK
® Close

ElRaport



Step 2 — Reviewing/Modifying the work file sKv""W'sﬁ"ﬁ‘if

Create (or re-create) the work file. This

option builds your file to include the ; 2019
] ] Calendar Year: 2019  Transmission: 0001 Type: Original CORRECTED voID
re po rta ble em p I Oyees Who WI I | recejve Employee enrolled in & self-insured plan provided by the employer Farm 1095C
Employees in Workfile fm?ear Al Plan Start | 14 Offer of || 15 Employee Share of | 16 Applicable Q, iiew
109 5 fO rms MName Key Last First M Month Coverage Employee Monthly Section 4980H | add
:ABETTHEROQL  Abeitascr Herlinda G i Code Contribution Safe Harbor _—
DOESCIOH000 Doescr John I 3 P 2 &7 Edit
TRANSNOROOO Transcr Norma All 12 Months : Delete
January $ 0.00 =
February B Q.00
March s 0.00
April g 0.00
ik [l Purge
May g 0.00
June s 000
@ Close
July s 0.00
August s 000
September s Q.00
October g 0.00
November s 0.00
December g 0.00
Covered Individuals
Mame of Covered Individual ~ SSN DOB Aall 12 Jan R
HERLINDA G ABEITASCR 123400821 06/27/1949 X
Lookup: | ABETTHER 001 a 5
Employees currently in the 1095C workfile, | &) skyDoc




Step 2 — Reports and other options sxv/—®

Review your exceptions, all employees
including exceptions and re-calculate
your employee counts if

ﬁ Recreate 1095C Warkfile - Last created 09/21/2018 at 8:58 AM
Wiew the 1095C Workfile Creation Parameters

£\ Modify Current 1095C Workfile

=

-------------- Report 1095C Waonkdile - Exceptions Only

-------------- Report 1095C Warkdile - Al Employees

1095C File Tracker

Total Employee Counts




Step 3 — Creating your print file SKY/—®

Create your Print File which is going to
be the first step in producing the PDF
forms for your employees. This step
takes the work file information and
compresses it into a printable format.

Optional Processes
-------------- View 1095C Print File Date/Time Stamps
-------------- 2% Extract Copies of 1095C Print File from the Database

1095C Print File Sequences 0K

Select the sequence to print the Employee 1095Cs: i1 - Employee Y @ Close

How should I set the 1095C Print File Sequences?
The 1095C print file sequences allow you to select the order 1095Cs are printed.

Print the Sort Sequence

Print 1095C Sort Sequence on Pressure Seal 1095Cs

|5e|ett the sequence for printing employee 1095Cs. | ) skyDoc




Step 3a — Printing the forms /—®

If you are printing your own forms,

select the option that represents the HR\PAVYE\PA\CANCP - 32812 - Print the 1085Cs

size form you ordered. @ SkiDoc ook
. . Print Employee 10595Cs on the 11" Blank 1095 form (#B35BLANK)

Itisa good idea to do some test pages Print Employee 1095Cs on the Pressure Seal 14" Blank 1095 form (281650)

before printing the real forms to make
sure the alignment is correct.

HELPANYELPANCANCP - 32812 - PDF Offsets >
PDF Offsets
Conkinue
The PDF Offsets allow adjustments to where the printed output is placed on
the POF page. e=p Test
If the form does not align on the paper properly, use the Test button to xga heel

print blank forms using the entered Offset values. This should be done as
many times as needed until the alignment is accurate.

Once the forms are aligned properly on the paper, select the Continue
button to ViewPrint the forms from a POF file.

A positive value will move the print to the right or down on the page and a
negative value will move it up or left.

An offset of 5 is approximately 116"

Horizontal Offset: EI
Vertical Offset: EI




Step 3b — Let Skyward print the forms for yous“/ @

If you have paid to have Skyward print
your forms for you, select this option.
You will be prompted to enter an email
address where a confirmation email

This process will automatically transfer your 1095C print file to Skyward for printing. A
Skyward representative will send an email to the email address you enter below x,:a ncel
confirming Skyward has received your 1095C print file. If you submit your 1095C file to =
Skyward between 8:00 AM and 4:00 PM, you should receive a confirmation email within

two hours, If you submit your 1095C file after 4:00 PM, you should receive a

confirmation email before 9:00 AM the next business day.

If you do not receive a confirmation email from Skyward within the times spedified above,
please call Skyward support immediately and let them know you have submitted your
1095C file but have not yet received a confirmation email, If the file transfer fails,
Skyward may not know you attempted to send the 1095C file so itis important that you
call.

Email Address: |Scramble 1232 @start.com |

The OK button accepts all entries. | ) skyvDoc #




Step 4 — Creating PDFs for Individuals sxv/—®

This option takes the information
found on each individual’s PDF form
and pushes it out to Profile (and
Employee Access if selected) for future
viewing/accessibility

) skyDoc

ﬂ Create Individual 1095C PDF Files
A% Purge 1095C PDF Files




Step 5 — Creating Submission Files

When you are ready to create your HR\PA\VE\PA\CA\CP - 32812 - Create the Electronic 1085C File X
1094/1095 submission files, use this @ Close
7 2
option. Review through the
H H Ell View 1094C/10595C Blectronic Submission File(s) Parameters
Transmitter Information and Member Bl Viey )
. — Optional Processes
Information. e Bl View 1084C/1095C Hlectronic File Date/Time Stamps
,ﬂ Extract Copies of 10084C/1095C Blectronic Files from the Database
ﬁ Extract/view imported IRS Acknowledgment Emor Data Files from the Databaze
HEA\PALYEVPANCANCP - 32812 - Create Electronic Submission File(s) X
File Location: ‘C:‘\ |E Browse... ’ Employee Count Calcs Last Run: 01/25/2018 - 9:25:49 AM »'S_Iiun
1094 Correction TeE: Hisave
$cancel
1094-C Transmitter Information
Transmission Type: Original Original Unique Submission ID:
[]1s this the authoritative transmittal for this ALE member? If "Yes,” check the box and continue. If "Mo,” see IRS instructions.
Part II ALE Member Information Part III ALE Member Information - Monthly
. Minimum | Section 4980H Total Agaregated|| Section 4980H
Total number of Forms 1095C filed by and/or on behalf of ALE Member: Offer | Full-Time Emp. Employee far Transition Relief
[]1s ALE Member a member of an Aggregated ALE Group? Indicator Count Count Indicator Indicator
If "No," do not complete Part IV, all 12Months| [ [l Reserved
3 Ri d
Certifications of Eligibility (Select all that apply): == U O ESer
[ Qualifying Offer Method February [} I Reserved
Reserved March O O Reserved
Reserved
April O [l Reserved
[ 98% Offer Method — O O Reserved
Part IV June O O Regerved
Other ALE Members of Aggregated ALE Group =+ add Iy O O =
B Hame & Edt August [} [l Reserved
Delete September O O Reserved
October O O Rezerved
Movember O O Reserved
December O _ ] Reserved
Recalculate Counts Report Counts
|ThE Browse button allows you to select a directory. | o SkyDoc




Step 5a — Receipt IDs and Transmissions sxv/—®

After you have submitted your files to
the IRS and they have been processed,
you will receive a Receipt ID and Status.

HRAPANYENPANCANCP - 32812 - Enter Receipt ID and Finalize this Transmission

Select the provided Status and enter » ~ o oK

. . Transmission: 0001 Type: Original Locked XC I
the Receipt ID here. If the file was not Ante
“Acce ptEd", a new transmission will be When the IRS successfully receives a transmission for processing, a unigue Receipt ID is
created generated. If your transmission was successfully accepted without errars, enter the Receipt

ID below to finalize the transmission. If your transmission was Accepted with Errors or Rejected,
impart the Adinowledgment file supplied by the IRS and the system will determine the next step.

[ Transmission was Accepted by IRS
- DR -

[«]iTransmission was Accepted with Errors or Rejected:
(Import IRS Adknowledgement Error Data File)

Browse...

Transmission Receipt ID:

IRS Transmission Status: =

| B skyDac




End of presentation —
Extra space for other notes
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